
Advise employee carrier approval 
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additional requested 
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Key decision

*Guaranteed issue amounts, if requested within 60 days of initial eligibility, include:  Employee Supplemental up to $250,000 if employee is 

under age 60 or up to $100,000 if employee is age 60 or older; Dependent (Child) Basic; Spouse Basic; Spouse Supplemental up to 

$50,000; and Supplemental Accidental Death and Dismemberment (AD&D).
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Keying Coverage in PAY1

Additional requested 

amounts will pend

Other requested amounts 

will pend

Place the enrollment/

change form in the 

employee’s file.

Place the enrollment/

change form in the 

employee’s file.

 Complete section A, Employee 

Name in section B, section C - 

column B and sign and date the 

confirmation at the bottom of section 

C of the Evidence of Insurability form 

prior to the employee completing the 

health questions. Give EOI form to 

employee to complete. 

Employee completes 

health questions and 

sends Evidence of 

Insurability form to carrier

 Complete section A, Employee 

Name in section B, section C - 

column B and sign and date the 

confirmation at the bottom of section 

C of the Evidence of Insurability form 

prior to the employee completing the 

health questions. Give EOI form to 

employee to complete. 

Employee completes 

health questions and 

sends Evidence of 

Insurability form to carrier
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